PeopleSoft Time & Labor Processing
Login

Log in to PeopleSoft HR using your
Novell network user id and password.

User ID: [JEFFREYH|

The home page will display the menu options available
to you.

For those users whose data is uploaded via a third
party system (e.g. Timetrak, ScanTron, Fleet
Anywhere, Fire Telestaff, or Kronos) you can skip
down to the Exceptions section on page 7.

Mass Time Reporting

This process reports time for an individual or group, for a specific date or range of dates.

Go to Manager Self Service > Time M
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[ Approve Time and
Exceptions
~ Report Time
— Timesheet
— Mass Time

[ Wiewe Time

— Manager Search Options
[ Warkforce Administration
[> Arnefits

ORACLE

PEOPLESOFT ENTERPRISE

HR89DEY

Select a Language:

English
Password: |7 Dansk

Francais

ltaliano

Mederlands

Folski
Suomi

Cedtina

B2
\iH|

i i

=

fiis

x

anagement > Report Time > Mass Time

ORACLE

Fersonalize Content | Lavout

Menu

Search:

| ®

[ Self Service

[* Manager Self Service

[ workforce Administration
[- Benefits

[> Time and Lahor

[= Payrall for Korth America
[= Organizational Development
[> et Up HREMS

[ wworklist

[= Tree Manager

[ Reparting Tools

[ PeopleTonls

[ COF Processing

[+ COF Reports

— Change hly Password

— My Personalizations

— by System Profile

— My Dictionary

Espafial

Deutsch

Frangais du Canada
Iagyar

Morsk

Portugués

Svenska

B*EEE

E" Mass Time
Report time in several different ways by using a template type formst.




There are 5 ways to look up time
reporters: by group, by employee id, by
last name, by first name, or by workgroup.

Select all employees who will report time
using the same time reporting code.

Select your Date or Range of Dates.

Select the radio button to Use scheduled
hours for the day(s) specified.

Type in the time reporting code you want
to report.

Mass Time Reporting

Select Time Reporters

i Get Employees |

Description Value

Group 1D IF“AY—Q
EmpliD [ &
Last Name I—Q
First Name I—Q
Warkoroup I—Q

¥ Select Al Clear All e
Report Time for: y |

Employee Department North_

Hame D Department Description Smerrlgsn ‘Workgroup Taskgroup

T Arlette Leach 0zas9 520203 Fayrall 034
¥ DenaT Kalar 07106 520203 Fayrall 134
[ Jeffrey R Beatty 04509 520203 Fayroll 144
¥ Karen M Hillius 05332 20203 Payrall 034
¥ Mary Minney 00365 520203 Payrall 134
¥ Pauline G Tolenting 05061 520203 Payrall 03A
¥ Steven Shubin 08667 520203 Payrall 13A
W “olanda M Smith 02155 520203 Fayroll 034

¥ Select Al Clear Al Mexd

Mass Time Reporting
Select Time Reporting Method

Reported tirme an or before 02/02f2005 is for a priar period.
When do you want to report time for?

' Just One Date Date: | B rexample: 12/31/2000)

% Range of Dates From: [10/22/2007 [ 1 [1 170412007 {5
How do you want to reporttime?

@ UUse the scheduled hours for the day(s) specified.
Thiz will use the schedule to report time for the specified range of days.
The time reporter must he assigned to & schedule in order to report time using this option.

c UUse the total nurmber of hours entered and distribute them according to the schedule.
For example, if 40 iz entered, then 40 hours wwould be distributed according to the schedule.
The titne reporter must be assigned to & schedule in order to repaort time using this option.

C Specify multiple time transactions, to be applied to each day in the time period.
For example, spply 6 hours of REG and 2 hours of PTO to each day in the indicated time period.

Previous et

Mass Time Reporting
Report Time

Reporting Date Range: 102272007 To 11/04/2007

Uze the scheduled hours for the dayis) specified.

Specify which Time Reporting Code (TRC) you wantto use.
Time Reporting Code: IRU1 Q

Indicate whether you would like to use your Task Profile.

*Use Profile: | Use Emplayee Prafile =l
I Replace Existing Time

Frevious | Subrmit |




You will get a session number and a Save
Confirmation. Hit OK and OK.

This will initiate a process to report time
for the employees and dates selected. Go
to the Process Monitor to confirm
successful completion of the process.

To Report changes to scheduled time

Mass Time Reporting

Save Confirmation

v The Save was successful.

Ok |

Microsoft Internet Explorer
't The Session Mumber for this ransaction iz 20521 [13504,1703)
L

Y'ou have successfully submitted time. Please check the Timesheet page for results.

If you need to report any changes to the scheduled time (overtime worked, leave time taken, premium pays,

etc.) go into the Timesheet.

Manager Self Service > Time Management > Report Time > Timesheet

Report Time

Timesheet Summary

=
Description Value
Group ID Py Q,
EmpliD [ Ta
Last Name qu
First Name I—Q
Warkgraup I—Q

ViewBy: |Week x| pate: [r1/08z007] [ (2 Retesn )

== Previous Week

GetEmployees |

Mext Wiegk ==

Employees For Dena T Kalar, Totals From 11/05/2007 - 11/11/2007

Reported Hours to be Scheduled

GoTo:  Manager Self Service
Time Management

Anprove Reported Time

ApprovedSubmitted Denied

Employee

Mame Hours Approved  Hours Exception Hours Hours D Department Workgroup Taskaroup American
Approved Payiroup
Atlette | each 45.00 0.00 26.00 45.00 0.00 02859 520203 03A FINFOOO1 03A
Jefirey R Beatty 45.00 0.00 40.00 45.00 0.00 04509 520203 144 FINFOOO1 144
Karen M Hillius 45.00 0.00 40.00 45.00 0.00 05332 520203 03A FINFOOO1 03A
Mary Minney 45.00 0.00 40.00 45.00 0.00 00365 520203 13A FINFOOO1 13A
Pauline G Talenting 45.00 0.00 40.00 45.00 0.00 05081 520203 03A FINFOOO1 03A
Steven Shubin 45.00 0.0o 40.00 45.00 0.00 08667 520203 134 FINFOOO1 134
Wolanda b Srith 45.00 0.00 40.00 45.00 0.00 02155 520203 03A FINFPOOO1 03A



Make sure the time sheet is for the proper week. You can change the week as needed.

Timesheet You can go from employee to employee in the
Karen M Hillius

EmplD: group by clicking on Previous Employee and

Joh Title:  Accountant-Auditar 1l pIRcd Mbr: 0 NeXt Employee
(i ] Click for Instructions / \

View By m Date: IWEJ 2 Refresh | == Previous Week Mest Week ==

Reported Hours: (.00 Hours Scheduled Hours:  40.00 Hours == Previous Employee Mext Emplovee ==

From Monday 10/29,2007 to Sunday 11/04,2007

Timesheet

PC

Mon Tue Wed Thu Fri Sat  Sun Bus Business Resource

1020 1030 10031 111 112 113 114 Total Time Reporting Code Unit Combo Code Unit Project Id Activity Id Type KRA Strategy
I O [ [ | =l Frano | al_lal__Ja]

| o [ | | =] Frno | a[Ja[_Ja] a[a] Q

o o | Sl erano | al[Ja__Ja] a[Ja] Q
Save for Later | Submit | Apply Schedule |

i ] Eeported Time Status - clickto hide

Date Status Total Time Reporting Code Comments
0.000000

Li] Reported Hours Summary - click to view

 pajances - clickto view
GoTo:  Manager Self Service

Tirme Mananement
Punch Timesheet

Retirn tn Selart Franlnes

NOTE: Some Employees will not

have all of these fields. They will Mon Tue Wed Thu Sat  Sun
100k llke thlS ins tea d 10:20  10/30 10731 111 ] 113 114  Total Time Reporting Code Bus Unit

’ C I I I I ] El =
[ [ [ [ = Freno [
N N I | O | A
|

For these, all you need to enter is the

| El Ffrenvo =
time and the TRC.

~

KRA Strategy and Combo Code (Fund / Org) are required fields. If you make any changes to the timesheet,
you must confirm that these fields are filled in or you will receive an error.

{ Timesheet _Overrides
PC

Mol Tue Wed Thu Fri Sat  Sun Bus Business Resource

10115 10M6 10/17 10/18 10M9 10/20 10/21 Total Time Reporting Code Unit Combo Code Unit Project Id Activity Id Type KRA Strategy

|s.no |s.no |s.00 |s.ou |s.00 | | 40.00 [RO1 - Regular Pay =l FRenO [50103-520203 O | Q| Q| Q| @, [0403004000 | O

Save for Later | Submit |
Click on Save for later if you plan to work on it some more at a I I I I I I
later time or click on Submit if you are done. ES——— | E— |
. . . . dve tar Later aimi

If you save for later, information will show up that will help you L

check for any errors. © Renorted Time Status - click to hide

. . . Wiould wou like to check for errors? (123504,10066)
It will ask if you want to check for errors, click yes.

Yes o




If the employee has projects make sure that the following fields are used:
TRC, Taskgroup, Business Unit, Combo Code (Fund/Org), PC Business Unit, Activity ID, KRA Strategy

@ Click for Instructions

View By IWeek 'l Date: IDQHDIEDD?EJ 2 Retresh == Previous Week Mext Weak ==

Reported Hours: 2250 Hours  Scheduled Hours: 40,00 Hours

From Monday 09/10/2007 to Si 16/2007
Timesheet Cwvertides

PC
Mon Tue Wed Thu Sat  Sun Bus Business Resource
910 911 912 913 915 916 Total Time Reporting Code Unit Combo Code Unit Project Id Activity Id Type KRA Strategy

| |2.uu | | | | | 2.00 [RD2 - Regular Pay- Temps =] FRSNO [10101-180422 @ [DPW | Q [CMO0008 O [MONCK Q| @, [0103012000 | Q
[ 00 | [e.00 ] 650 | [ [ 16.50 [R0Z- Regular Pay- Temps =] FRSMNO [22048-189901/ 2 [oPw | Q [Pwona16 Qy [Pavy a | @, [o101001000] S
[ana | [ [ [ [ [ 4.00 [R0Z - RegularPay-Temps =] FRSNO [22506-183901|Q [DPwi | QL [Pwio00s7 Q [PSvy Q| Q, 0103012000 Q

Save for Later | Submit |
Click on Save for later if you plan to work on it some more at a I I I I I I
later time or click on Submit if you are done. ES——— | E— |
If you save for later, information will show up that will help you Ave Tor ater i L

check for any errors. © Renorted Time Status - click to hide

. . . Wiould wou like to check for errors? (123504,10066)
It will ask if you want to check for errors, click yes.

Yes o

& Click for Instructions

== Previous Weelk

If there are no errors the page will come up
showing you what you have entered. Notice
that there is a section that shows Reported
Hours and Scheduled Hours. You may need to Timesheet

. . Mon Tue Wed Thu F Sat  Sun
make adJustments if these are not equal. 1029 1030 10/31 1111 112 113 114  Total Time Reporting Code

|4.DD |4.DD |4.DD |4.DD |4.DD I I QD.DDIRM-ReguIarPay j Fir

Sawe for Later | Submit | Apply Rules |

Reported Hours:  20.00 Hours A _Scheduled Hours:

26.00 Hours

From Monday 10/29/2007 to Sunday 11:04,2007

ViewBy: |week 2| pater [ro222007 ][5 (2 Retresh ) == Previt

Reported Hours: 26,00 Hours  Scheduled Hours:  26.00 Hours Reported Time Status - clicktn hide

Date Status Total Tirne Reporting Code Comments
From Monday 10/22/2007 to Sunday 10/28/2007 10/29/2007  Saved 4.00 R0 [
Jf Timesheet Y Overrides | 1003002007 Saved 4.00 RO Q
Mon Tue Wed Thu Fri Sat  Sun 1073152007 Saved 4.00 RO1 Q
10/22 1023 10/24 10/25 1026 10:27 10i28 Total Time Reporting Cod
1160152007 Saved 4.00 RM Q
IS.DD IS.DD IS.DD IS.DD |6.DD I I 26.00 IRD1 - Regular Pay 1170272007 Saved 4.00 RO1 Q

Save for Later | Submit I Apply Rules I

oo e N = N L e O O WO L e L e e P N L o LR LN ] =)
You also have the ability to add ) )
. h Date Status Total Time Reporting Code Comments’
comments to any time you ave 12242007 Submitted 2.00 RM

) . ¢
entered. Click on the talking 1002312007 Submitted 8.00 RO1 O
bubble next to the line you 10i24/2007  Submitted £.00 RO1 9]
want to add a comment to. 1002502007 Submitted 5.00 RO1 O

-

10/26/2007  Subrnitted 8.00 RO



A new page will come
up where you can type
in your comments.

Comments
Jeffrey R Beatty

Joh Title:  Management Analyst 1l

EmpliD: 04509

EmplRed MWbr, 0

Date Under Report:  10/26/2007

Operatorld DateTime Created Source

1072952007

1 DENAK B:4 1AM

First [« 1of 1 [ Last

Comment
Spent the day with his famil\,r.| 1=
Titme Reparting

Save | Cancel |

Timesheet
Submit Confirmation

Once you have completed everything on the Timesheet you

can click on Submit.

Near the bottom of the page is a link to display available leave
balances. Simply click on “Balances — click to view”.

NOTE: The Timesheet page (or COF Time by Month) can be used

for prior period adjustments.

Process Time

V The Submitwas successful.
Reported Time forthe Week of 2007-10-22 to 2007-10-28 is submitted

0 Eeported Hours Summary - click to view

© palances - clickto hide

Plan Tvpe End halance as of

10/29:2007
Holiday Leave 78.400
Sick f19.400
Yacation 389.515
Supplemental Sick Leave 186.000

Compensatory Leave

Go to Time and Labor > Process Time > Request Time Administration

If you have a previously

defined run control, you

may select it, or, create a
new value using the Add
a New Value tab.

®

[> Self Service
[- Manager Self Service
[ Warkfarce Administration
[ Benefits
= Time and Labar
[> Report Time
[> Interface Time
[> Wiew Time
= Pracess Time

[= Approwe Time
[= Wiew Exceptions and

Request Time Administration
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value {_Add a New alue

Run Control ID: | begins with | I

[T case Sensitive

Search | Clear |Elasic Search Save Search Criteria

Find an Existing Yalue | Add a New Value

Request Time Administration

Fill in either the Employee ID or the Group ID and
set the Process Date for the last day of the pay
period.

Run Control ID:  Reports Report Manager  Process Monitor IR0
"I Forecast Payable Time
" use Reported Time for POL
I Use Current Date Process Date: |1 1/18i2007 [
Employees To Process i First E 1 of 1 E Last
EmpliD Empl Rcd Nbr  Group ID ‘Include/Exclude Indicator
| Ql DQl Qllnc\ude HEE

Bl save | JELReturn to Search | Previous in List | +[5] Mext in List | [=] Matify |

B At | UpclateDisplay



In this case we used the Group ID. Request Time Administration

Run Control ID:  Reports Report Manager Process Monitor

Click on Run.

[ Forecast Payable Time

[ Use Reported Time for POI

[ use Current Date Process Date: |1 10182007 [5]

Employees To Process

Group ID

IPA‘r’ Q

B save | ELReturn to Search | Previous in List | | +E] Mext in List | | =] Notify | Sk 2 |

Run

=

UpddateDisplay |

Process Scheduler Request

User ID: DENAK Run Control ID: timeadmin

Set the Server to PSUNX and serverbame:  [PSUNC F] punvate:  [10ZERIT 5

Recurrence; I 'l Run Time: 10:01:444M Resgetto Current DateiTime |
change the Format to PDF. B T |

Select Description Process Name Process Type Tyne ‘Format Distribution
~ Core Time Administration App TL_TIMEADMIN Application Engine IWeb 'I IPDF vl Distribution

Ok | Cancel

Find Exceptions

Go to Manager Self Service > Time Management > Approve Time and Exceptions > Exceptions
or go to Time and Labor > View Exceptions and Attendance > Exceptions
Manage Exceptions

=

Get Employees
Description Value
Group ID I—Q
EmpliD [ Ja
Last Name I—Q
First Mame I—Q
VWarkgroup I—Q

Allowing an exception will enable the time to be processed and create payable time without having to
resolve the exception. Once an exception has been allowed, twill na longer appear on this page.
Time that has an exception with a Low or Medium severity level will still create payable time.
Exceptions with 2 source of Time Administration can only be resalved by running the Time
Administration process. Time that has an exception with a High severity level will not create payable
time

¥ Filter Options

Eind First [ 1 o 1 [ Last

Overview Details
gy EXCERION

Description Date Name Severity EmplID More...

O 11162007 More

Click this button to resolve non-setup relsted exceptions once reported time has been

corrected using the Timesheet page. This button will only resolve exceptions with a Clean Up Exceptions
=ource of Time Yalidation-Elapsed or Punch

Allow All
Save I

In this case we found 1 exception. Click on the More button on the far right of the screen.
Exceptions

‘f’ Overview | Defals |

Allow E‘ﬂmnescripjion Date Name Job Description Severi M
™ TLX00440 ;?;;;:”“”TRC 10/29/2007  Jefirey R Beatty Managament Analyst I High 04509 M

Click thiz button to resolve non-setup relsted exceptions once reported time has been

corrected using the Timesheet page. This button will only resolve exceptions with & Clean Up Exceptions
source of Time “alidation-Elapsed or Punch.

First [ 108 1 [



| COF Time Data Entry Page |

A new screen will open EmpliD: 04509 Jefrey R Beatty Date Under Report: 10/29/2007
showing the day with the
exception. IRC *Hours/Units ShowHide Project Fields

1[ror]@ [ s.oooooo ShowiHide Project Fields | =
From here you can change the 2feo @ [ 4oooooo ShowiHige Project Fields | =
information to make it accurate
and either view or add any
comments. (In this case the Comrment

. v
employee is not allowed to use _ Source for
X20 S0 the TRC nee dS to be DateTime Created User ID Comment Comment Add Comments
10/29/07 .
changed to X00.) U ions1z000000am  DEMAK [REREIE
Bl save | LLReturn to Search | % Refresh | Er 2dd Update.fDispIayI | Include History

You will need to run Time Administration again, but only for the one employee.
Request Time Administration

Run Control ID:  Reports EeportManager Process Monitar R
[ Forecast Payable Time
" Use Reported Time for POI
" Use Current Date Process Date: |1 1Mai2007 El
Employees To Process Find | i First 1 of 1 El Last
EmpliD Empl Rcd Hbr *Include/Exclude Indicator
[p4508 Q [ 0@ [mcude - =

& save | L\Return to Searchl Previous in List | LB Mestin List | [S] Motify | EXEL] | Update.l'Displayl

Calendar View

Go to Time and Labor > Report Time > COF Time by Month

These pages run exactly like the Calendar pages in the older version.
®

/ COF Select Employees Y CoTTL Calendar |,

[> Belf Service
[> Manager Self Service Get Employee
[ Warkforce Administration EmpliD: || Q |
[> Benhefits A
A i Group Q| GetEmployees in Group |
[~ Time and Labar Getemplovee yanyorne = @F, EMployee Selection m-l
S AR selection options. Get my Employees |
— Rapid Time

— Adjust Paid Time
— COF Rapid Time

My Employees

Hame Jobcode Description

|Name |

EmpliD
|

Department
|

OF Time by Month
— COF Emplayee Time
Entry
— COF Time by Group

Reds
| lo




ﬁ?@% COF Time and Labor Month at a Glance
N2

Jeffrey R Beatty EmpliD: 04509
October 2007 [10-octoker ] [2007 2] [Payable Hours E
10.00 1 10.50 2 11.00 3 8.00 4 10.00
Ef E§ = ¥ =
RO1 R01=10.00¥00=0.50 R01=10.00¥00=1.00 RIS Ly
Z g.00 § 8.00 g g.00 m 8.00 u g.00
b ¥ 3 3 §
iR R IMiA RIS IiA
H g.00 E 8.00 m g.00 E 8.00 E 8.00
b3 § 5 § $
iR iR MiA INiA INiA
ﬂ g.00 2 8.00 E g.00 g 8.00 g 8.00
E$ ES E§ E§ Ef
R01 RO1 R01 R01 Wi
281 1200 29 8.00 30 g.00 31
ES E% E}
R01=8.00,X00=4.00 RO1 R01
© Salf Servica ® { COF Time Data Entry Page '
[» Manager Self Service
[ Workforce Administration
[ Benefits EmpliD: 04509 Jefrey R Beaty Date Under Report: 10/28/2007
= Time and Lahar
= Report Time
— Rapid Time
— Adjust Paid Time TRC *HoursUnits ShowHide Project Fields
— COF Rand Time 1o} [ sooooog) ShowiHide Project Fields | =
- 2|>(E|E| o} | 4.000000 ShowiHide Project Fields =
Entry
— COF Time by Group
— COF PW Crossitalk
— COF PY Time Entry
Eage Carnment
[> Interface Time -
[ Wiew Time
> Process Time DateTime Created  User ID SOUICETO: Comment Add Comments
[> Approve Time Comment
[= Wiew Exceptions and 1002907 .
(HIEMGERES ! 102135 o0nnnnam  DENAK. Reporting @
[z Enroll Time Reporters
> Reports 0K Apply i Refresh
[» Payroll for Morth America

Approve Time - This can be done by using Payable Time or Batch Approval Process

Payable Time

Go to Time and Labor > Approve Time > Payable Time

[+ by F it

[ sgwg\fnr,'if; Approve Payable Time

[ Manager Self Service = .

[ Workforce Administration Approve Time for Time REPDITEI'S

[ Benefits s

= Tirne and Labor = GetEmployees |
[ Repart Time Description value

[ Intetface Time l—
b View Time S| Q
[ Process Time ErmpliD I aQ
= Approve Time

Last Mame I (&}

— Reguest Batch Approval

Process First Mame I—Q
[ View Exceptions and Warkgraup I—Q

Aftendance
[+ Enrall Time Reporters
[ Reports
— Time and Labar Set Up Start Date |1 111052007 |[H End Date |1 1162007 [

Centar
| Payroll for North America

Mo employees were returned for the time period specified.

The Start Date should be the earliest date an adjustment was made to account for prior period adjustments.
The End Date should be the last day of the pay period.



By clicking on a person’s
name you can take a look at

Employees For Dena T Kalar

Total
Employee . f— Global Payroll
: : Select HName Job Description Payahle Workgroup
their time. D Hobrs Payurou
I Arlette L each 02859 Administrative Clerk |l 52.000000
You may want to do this to [0 Jefirey R Beatty 04509 mManagement Analystlll - 64.000000
see Why someone had more (| Karen M Hillius 05332 Accauntant-Auditar |l 80.000000
) Senior Accountant-
than or less than 80 hours. I My Minney 00985 uditor #0.000000
I Fauline G Talenting 05061 Principal Account Clerk 80.000000
. Senior Accountant-
| Steven Shubin 08667 Auditar 80.000000
O Yolanda M Smith 021485 Accountant-Auditor 1l a0.000000
¥ Selact Al Clear Al
[P |
Approve Payable Time
Jeffrey R Beatty EmpliD 04508
Job Title:  Managernent Analyst 111 EmplRed Mar: 0
Selectthe tirme you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
From here you can lOOk time to be published. Ifyou wish to use the current date as the publish date, you may leave the Accounting Date field blank.
at any Comments made Start Date |1 Qf22i2007 End Date |11/04i2007
about a SpeC1f1C tlme, you Approval Details i} g | Find First A 141 of 11 | Last
can adjust time or you Overview Time Reporting Elements % Task Reporting Elements Chartfields
9
. Time
can deCIde to approve Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time ~ Comments
Code
Only a portlon Of a O 1072252007 RO1 8.000000 Hours I El Adjust Reported Time o
person’s time. O 10222007 RO 3.000000 Hours | El adiust Reported Time G2
T 10242007 RO1 2.000000 Hours | [5 Adiust Reported Time. ¢
T 10252007 RO1 2.000000 Hours | El Adjust Reported Time
Il 1002652007 V01 £.000000 Hours I [31 Adjust Reported Time
. | 10/2942007 K00 4.000000 Hours I [5 Adiust Reported Time
Clle on the CheCk bOXCS (| 10/29/2007 RO1 8.000000 Hours I [1 Adjust Reported Time
of any time you want to T 1030/2007 RO 3.000000 Hours | El adiust Reported Time G
approve and hit approve. [ 10312007 RO1 8.000000 Hours [ H adiust Reoorted Tme
T 1140152007 RO 2.000000 Hours | [5 Adiost Reported Time. ¢
T 11/02/2007 RO1 2.000000 Hours | [5 Adiust Reported Time. ¢
¥ Selact Al Clear All
Approve Previous Emploves Mext Ernployes I

Employees For Dena T Kalar

Total
Select Name :E.Tmpl_m@ Job Description Payahle Workaroup gloharlol;-" oll
= Hours
I Arlette | each 02859 Administrative Clerk |l 42000000
I~ Jeffrey B Beatty 04509 Management Analyst Il a4.000000
I~ Karen b Hillius 05332 Accountant-Auditor 11 20.000000
Go back to the main page and M MaryMinney ooges  eOTACCOUTANtgg gooono
select the employees that you are ¥ Pauline G Tolentina 05061 Principal Account Glerk  80.000000
: . Senior Accountant-
ready to approve and hit Approve, W Steven Shubin 0seE7 ol 80.000000
I~ Wolanda M Smith 02155 Accountant-Auditor 11 20.000000

¥ Salect Ale Clear Al

Approve |

Areyou sure vou want to approve the time selected? (13504, 2400)

You will be asked if you want to approve the Once the page is saved, the time cannot be "Unapproved”

time. Click OK. Press Ok to Approve or press Cancel to not save the appraval.
] 4 | Cancel




You will receive a Save Confirmation.

Employee time has been submitted.

Batch Approval Process

Save Confirmation

' The Save was successful.

Go to Time and Labor > Approve Time > Request Batch Approval Process

If you have a previously defined run
control, you may select it, or, create a
new value using the Add a New Value
tab.

(€]
[+ My Favarites
[+ Self Senice
[ Manager Self Service
[> Warkforce Administration
[> Benefits
= Time and Lahor
[> Report Time
[* Interface Time
[ Wiew Time
[ Process Time
= Approve Time
— Payable Ti

Request Batch Approval Process
Enter any information you have and click Search. Leave fields hlank for a list of all values.

{ Find an Existing Value | Add a New Value

Run Control ID: | begins with =] |

[T case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Yalue

Request Batch Approval Process

Run Control ID:  Reports Report Manager Process Monitor

The From Date should be the earliest date an

adjustment was made to account for prior
period adjustments.

The End Date should be the last day of the
period.

You can approve for either a group or an
individual employee.

In this case we use the Group ID.

Click on Run.

Process Scheduler Request

Run

*From Date: I [ *End Date: I ]

Employees To Process ind | a3 First (04 or 1 D Last

pay

Empl Rcd Hbr Group ID

Indicator

[ a | 0/Q | Q [include | =

B save | ELReturn to Search | [Z] Motify | [Ek St | Update.l'DispIayl

*From Date: |1DIDBI2DD? [6]  *End Date: |1DI21)’QDUT [E]

Employees To Process First El 1 of 1 El Last
Group ID
Far =l

Bl save | L Return to Search | | [Z] Motify S add | Update.l'Displayl

User ID: DENAK, Run Control ID: Reparts
Server Name: Run Date: |1 11612007 E
Recurrence: I | Run Time: IB AB:35AM Resetto Current DatesTime

Time Zone: I Q

Cl]Ck OK Select Description Process Nathe Process Type “Type

PRY_AE Application Engine IWetJ =| | THT =| Distribution

¥ Time & Labor Batch Approval TL_AP

QK Cancel

Go to Process Monitor to make sure the
process ran without any problems.

Once Run Status says Success, the process
has been completed.

‘Format Distribution

Request Batch Approval Process

Run Control ID:  Reports

Report Manzoer Process Monitor [T

*From Date: |1DIDSIEDD? [¢  *End Date: |1DJ’21J’EDD? Ex

First [0 4 of 1 (] Last

Employees To Process
Group ID

IPAY Q

=l

Bl save | L Return to Search | | [Z] Motify S add | Update.l'Displayl




Adjust Paid Time — Changes made in the Adjust Paid Time process do not come forward to the paycheck.
This process is used when an adjustment is made by Payroll to the paycheck and the time and labor record
needs to be changed to reflect this.

[+ My Favorites
[ Belf Service
[ Manager Self Service
[» Wwarkfarce Administration
[+ Benefits
<> Tirme and Labor
= Repart Time
— REapid Tirme

= Adjust Paid Time
— COF Rapid Time
— COF Time by Manth

Type in the Employee ID that
you want to adjust time for.

Time and Labor > Report Time > Adjust Paid Time
@

Adjust Paid Time
Enter any information you have and click Search. Leave fields blank far a list of all values.

/ Find an Existing Value

EmplID: beging with | Q

Search | Clear | Basic Search Save Search Criteria

Adjust Paid Time
Dena T Kalar ErnpliD: 07106
Job Tile:  Management Analyst Il Empl Red Mor: 0

Enter a date range up to thirty-one days.

Start Date |11marzun? El End Date |12:1a:20m E1 Get Rows |

Type in the start and end dates

that you need to adjust time for
and click Get Rows.

Make any necessary changes

and click save.

Payable Time Details
Overview | Time Reporting Elements Y Task Reporting Elements

mize | Find | 8

*Date Payable Status Time Reporting Code Quantity

| | Lyl

B save | L Return to Search |

Adjust Paid Time
Dena T kalar EmpliD: 07106
Job Tile:  Management Analyst Il Empl Red Mor: 0

Enter a date range up to thirty-one days.

Start Date |1n:u1rzun? El End Date |mmsrzun? El Get Raws |

Payable Time Details
Ouerview Y Titne Reporting Elements A Tazk Reporting Elements

TRC Type

Customize | Find | L

Accounting
Date

[ =@

*Date Payable Status Time Reporting Code Quantity
1 [romizzonT ) D3 LaROr - TRoT Reguiar pay Bl 3000000
2 [tomaizo07 5 D30 L409" [RoT- Regular Pay &l 5.000000
3 [Toarzo07 ][5 E?;fri'bt?ebdm [Ro1 - Regular Pay = £.000000
4 fiomaraon7 B DA0° L0 o7 - administrative Leave Used ] | 5.000000
5 [1omsizon7 ) D50 M09 (o1 _a - Adminstrative Lv Sick = 5.000000
6 [romarzonT ) D20 LT [Ro7 - Reguiar Pay =l 8000000

Bl save | L Return to Search |

TRC Type ggf;“ming

Hours I—Eg
Hours I—Eﬂ
Hours I—Eg
Hours I—Eg
Hours I—Eﬂ
Hos [ B

First ] 1 of 1 [+ Last

First [« 1-6 of & [ Last

=

00 oo o m



